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Instructors: Grade Roster

Concept

This business process demonstrates using the Grade Roster to enter and/or approve grades for a
class section.

Click the = icon to access the grade roster for a specific class section.
Procedure

Use the Grade Roster process to enter and approve grades for your classes.

@_J CASE WESTERN RESERVE

UNIVERSITY

st 1826

Student Information System Sign In

OROK R KR OKOK WARNING O EORROKROK

This is a private system. Unauthorized access to or use of this
system is strictly prohibited. By continuing, you acknowledge your
awareness of and concurrence with the Acceptable Use Palicy of Case
Western Reserve University. Unauthorized users may be subject to
criminal prosecution under the law and are subject to disciplinary
action under University policies.

Office of the Registrar MyCase Portal ERP SIS Project

&4 Local intranet H100%
Step Action
1. Beginning on the Student Information System Sign In page, enter your Case
Network ID into the User ID field.
2. Enter the associated Case Network ID password into the Password field.
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Step Action

3.
Click the Sign In button.

En

WA C st WESTERN RESERVE
1\.[\\\:»-:1)\ 22
Homepage

Jerry Seinfeld ID: 8272728

[ myemer [ owmsewen)[ wowseemuos )

Faculty Center

My Exam Schedule
View by Advisees

Fall 2006 | Case Western Reserve Univ

Select display option: (%) Show All Classes () Show Enrolled Classes Only
ﬁQﬁ Class Roster K;’ﬁ Class Permissions E_;\‘ Grade Roster
My Teaching Schedule > Fall 2006 > Case Western Reserve Univ
class Class Tide Days & Times Reom (Capacity) class Dates Enrolled T
BIOL 215
100 Cells and Proteins (Lecture) MWE 3:30AM - 10:20AM Strosacker Auditarium (589) 01415/2008-05/02/2008 a0 ﬁQﬁ “ETJ E_H‘
(1286)
BIOL 215 )
110 (CL?J;SD?;? P)me'”s M Z:00PM - 5:00PM Millls Stience Ctr 310 (38 01/15612008-D5i02/2008 18 FAE]
4359) K
BIOL 215
11 o retens W11 5PM - 41 5PM Milis Selence Ctr 310 (38) |01/ 512008051 572008 16 |da| B
(4360 "
BIOL374- Meurohiglogy of Behavior =
100 Lodtures TUTh 245PM - 400PM | Sears 350 (32) 01/16/2008-05102/2008 5 A EElE]
REXE)
BlOL a7 Meurohiglogy of Behavior =
100 TUTh 245PM - 400PM | Sears 350 (32) 01/16/2008-05102/2008 4 I EElE]
13481 (Lecture) ~
< | k3
&) S @ Internet
Step Action
4. The Faculty Center appears.
On top of the Faculty Center tab is your name and EmplID.
5. On the My Teaching Schedule grid, locate the class for which you want to assign

grades. Click its Grade Roster icon.
E_%|

6. Decision: What would you like to do?

e Enter and submit grades
Go to step 7 on page 3

e Review/change and submit grades entered by a proxy
Go to step 15 on page 7
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CASEWESTERN RESERVE
R UNTVERSITY e Home /Add to Favorites Sign out
=

~
Faculty Center 7l
Grade Roster B View FERPA Statement
BIOL 374 - 100 Neurobiology of Behavior
Lecture (1312)
<7 Meeting Information
Days & Times Room Instructor Meeting Dates
TuTh 2:45PM - 4:00PM |sears 350 |serry Seinfeld  [01/15/2008 - 05/02/2008
*Grade Roster Type [ pisplay Unassigned Roster Grade Only
Approval Status | ot Reviewed v
¥ _=- add this grade to all students |
5
I @
Student Grade | Transcript Note
Roster |Official
Notify 1D Hame Grade |Grade |Program and Plan Level
Arts B Sciences Undergraduate -
v
1| [0 |9272727 |penes.Elsins Sioiomy (o Cramicty i) Saphomore
Arts B Sciences Undergradusts -
v
2| [0 |9332222|Castanzs,George i Sophomore
Arts B Sciences Undergraduate -
9332244 | Chi v 3
3 O ChilesJackie Ao oy es Unseraradusts © oy
Arts B Sciences Undergraduate -
g ~
4| [0 |9232233|Mischie, Sue-Ellen Brolony (5% Sophomors
Arts & Sciences Undergraduste -
v
5| [0 |9232211 |peterman.tacone ooy aa Sophomore
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE
% Local intranet: H 0% -

Step Action

7. The Grade Roster screen appears. At the top of the page is the class meeting
information.

The Grade Roster Type dropdown list contains the default Final Grade.

The Approval Status dropdown list contains the value Not Reviewed.

8. To assign a grade to a student, click on a dropdown list in the Roster
Grade column.

9. The grading basis appropriate to the particular student appears in the dropdown
list. Select the appropriate grade.
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CASE WESTERN RESERVE

CASE \\'L'S‘I‘[Rhl{li\‘-]il{\-‘ll

(=13

UNIVERSI Home Add to Favorites Sign out
~
Faculty Center 7l
Grade Roster B View FERPA Statement
BIOL 374 - 100 Neurobiology of Behavior
Lecture (1312)
<7 Meeting Information
Days & Times Room Instructor Meeting Dates
TuTh 2:45PM - 4:00PM |EEars 350 ‘]Erry Seinfeld 01/15/2008 - 05/02/2008
*Grade Roster Type [ Display Unassigned Roster Grade Only
Approval Status | Mot Reviewed ~
¥ _=- add this grade to all students |
Y
I @
Student Grade | Transeript Hote [ e
Roster |Official
Notify |ID Name Grade |Grade |Program and Plan Level
Arts B Sciences Undergraduate -
1| [ |s272727 |Benes Elsine Biolony (BA) Chemiotey (Min) Sophomore
Arts B Sciences Undergradusts -
2| [0 |9332222|Castanzs,George i Sophomore
Arts B Sciences Undergraduate -
5332244 | Chi ~ 3
3 O Chiles,Jackis [+ i e T
| AD Arts & Sciences Undergraduate -
4| [ |2332233 | Mischke,Sue-Ellen Brolony (5% Sophomors
Arts B Scisnces Undergraduate -
5| [0 |9232211 |peterman.tacone ooy aa Sophomore
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE N
v
% Local intranet H 0% -

Step Action

10.
grading basis until you enter his grade.

available to give him are Audit and No Grade.

You may not know if a student has changed his grading basis from the class

In this example, one student has chosen to audit the class, so the only grades
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CASEWESTERN RESERVE
BUNIVERSITY e Home JAdd to Favorites Sign out
=

Faculty Center

B3

Grade Roster B View FERPA Statement

BIOL 374 - 100 Neurobiology of Behavior
Lecture (1312)

<7 Meeting Information
Days & Times Room Instructor Meeting Dates
TuTh 2:45PM - 4:00PM |sears 350 |serry Seinfeld  [01/15/2008 - 05/02/2008

*Grade Roster Type | Final Grade v [ pisplay Unassigned Roster Grade Only
Approval Status | Not Reviewsd -

¥ _=- add this grade to all students |

Student Grade | Transcript Note

Roster |Official

Notify |ID Hame Grade |Grade |Program and Plan Level
1| O [s272727|penes.zisine ey eanaoyraiuate " |sophomore
2| [ |9332222|cestanza,George ey o Undergraduste oo ohomars
3| [0 |9332244|Chiles,Jsckie ’;E;f?;:;“ Undergraduate -y, o
4| [ |9332233|Mischke,Sue-Ellen ’;Eng?;‘)‘“ Undergraduate - oot omare
5| [0 |9232211 |peterman.tacone e aaay=® tnderarzduate © sopnomara
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURN SAVE ||
~

% Local intranet: F 0% v

Step Action

11. When you are finished entering grades, click on the Approval Status dropdown
list.

I Not Reviewead VI
12. If you are ready to submit the grades, click the Approved list item.
[2pproved |

@ To save the grades in the Grade Roster but not submit them (for instance,
if only part of the class has been graded), select Ready for Review from
the dropdown list, then click Save. You can return to the Grade Roster
at a later time to finish the process.
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WA CASEWESTERN RESERVE
1';\.[\\\“”)\ P
=

Home Add to Favorites Sign out
~
Faculty Center 7l
Grade Roster B View FERPA Statement
BIOL 374 - 100 Neurobiology of Behavior
Lecture (1312)
<7 Meeting Information
Days & Times Room Instructor Meeting Dates
TuTh 2:45PM - 4:00PM |EEars 350 ‘]Erry Seinfeld 01/15/2008 - 05/02/2008
*Grade Roster Type [ Display Unassigned Roster Grade Only
v _<- add this grade to all students |
;.
I @
Student Grade | Transeript Note [ (=)
Roster |Official
Notify [ID Name Grade |Grade |Program and Plan Level
Arts B Sciences Undergraduate -
1| [ |s272727 |Benes Elsine A Biolony (BA) Chemiotey (Min) Sophomore
2| [0 |9332222|castanza,George |C ’;:;f‘('::)‘“ Undergraduate - |0 ohamore
. Arts B Sciences Undergraduate -
3| [ |9232244|Chiles,Jsckie AD Biclogy (88) Junior
Arts B Sciences Undergraduate -
4| [0 |2232233 | Mischice,Sue-Ellen|A Srolony (84) Sephemore
5| [ |e332211 |peterman.iacops |B ’;r‘j;f‘('::)‘“ Undergraduate = oot omare
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE
% Local intranet: H 0% -

Step Action

13. Click the Save button to submit the grades.

SAVE

14.
Roster. The students' grades for the class are now submitted.
End of Procedure. Remaining steps apply to other paths.

This completes the process of entering and submitting grades in the Grade
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CASEWESTERN RESERVE
B U YRR T e Home Add to Favorites Sign out
=

~
Faculty Center 7l
Grade Roster B View FERPA Statement
BIOL 374 - 100 Neurobiology of Behavior
Lecture (1312)
<7 Meeting Information
Days & Times Room Instructor Meeting Dates
TuTh 2:45PM - 4:00PM |sears 350 |serry Seinfeld  [01/15/2008 - 05/02/2008
*Grade Roster Type [ Display Unassigned Roster Grade Only
Approval Status | Ready for Review %
+|| =~ add this grade to all students | ¥| < add this requirement designation to all students |
u
I @
Student Grade | Transeript Note
Roster |Official
Notify [ID Name Grade |Grade |Program and Plan Level
Arts B Sciences Undergraduate -
1 [ |s272727|Benas,Elsine A Biolony (BA) Chemiotey (Min) Sophomore
Arts B Sciences Undergradusts -
2| [ |9332222|Castanza.George |C Biclogy (5A) Sophomore
Arts B Sciences Undergraduate -
9332244 il AD Bl
3l O Chiles,Jackie Bology (BA) o |dumier
Arts B Sciences Undergraduate -
4| [0 |9332233|Mischke, Sue-Ellen A Srolony (84) Sephemore
Arts B Sciences Undergradusts -
5/ [ |9332211|peterman.jacope Siology (B4) Sophomore
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE N
v
% Local intranet H 0% -

Step Action

15. The Grade Roster screen appears. At the top of the page is the class meeting
information.

The Grade Roster Type dropdown list contains the default Final Grade.

The Approval Status dropdown list contains the value Ready for Review. That
means that your grading proxy has entered students' grades for this class.

16. Decision: Please make a selection from the options listed below.

o Change grades before submitting
Go to step 17 on page 8

e Submit grades
Go to step 22 on page 10
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. CASEWESTERN RESERVE
UNIVERSITY i Home
=

~
Faculty Center 7l
Grade Roster B View FERPA Statement
BIOL 374 - 100 Neurobiol. of Bek
Lecture (1312)
rn Reserve Univ | Undergraduste
<7 Meeting Information
Days & Times [Room [1nstructor [Meeting Dates
TuTh 2:45PM - 4:00PM | sears =50 |3erry Seinfeld  |01/15/2008 - 05/02/2008]
*Grade Roster Type [ bisplay Unassigned Roster Grade Only
Approval Status | Ready for Review %
+|| =~ add this grade to all students | ¥| < add this requirement designation to all students |
¥
I @
Transcript Hote
Roster |Official
Notify |ID Name Grade |Grade |Program and Plan Level
Arts B Sciences Undergraduate -
1| [ |s272727 |Benes Elsine A Biolony (BA) Chemiotey (Min) Sophomore
Arts B Sciences Undergradusts -
2l O Casts G c Srolony (BA) Sophomore
Arts B Sciences Undergraduate -
9332244 il AD Bl
3l O Chiles,Jackie Biclogy (88) unior
Arts B Sciences Undergraduate -
a4l O Mischke, Sue-Ellen |A Biolony (54) Sephemore
s| [ [9332211|petermanacope ’;r‘j;f‘('::)‘“ Undergraduate = oot omare
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE b |
v
% Local intranet H 0% -

Step Action

17. To change a grade prior to submitting, click on the Approval Status dropdown
list.

I Ready for Review VI

18.
Click the Not Reviewed list item.
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BRI UNITVERSIT Y s Home Add to Favorites Sign out
=

Faculty Center

B3

Grade Roster B View FERPA Statement

BIOL 374 - 100 Neurobiology of Behavior
Lecture (1312)

<7 Meeting Information
Days & Times Room Instructor Meeting Dates
TuTh 2:45PM - 4:00PM |sears 350 |serry Seinfeld  [01/15/2008 - 05/02/2008

*Grade Roster Type | Final Grade v [ pisplay Unassigned Roster Grade Only
Approval Status | Not Reviewsd -

¥ _=- add this grade to all students | ¥| < add this requirement designation to all students |

5
| B
Student Grade | Transeript ote | [
Roster |Official
Notity |ID Hame Grade |Grade |Program and Plan Level
Arts B Sciences Undergraduate -
-

1| [ [9272727|Benes,Eaine Sioiomy (o Cramicty i) Sophamore

Arts B Sciences Undergradusts -
Castanza,George L (BA

2| [0 |9332222|Castanzs,George i Sophomore

Arts B Sciences Undergraduate -
9332244 i AD v i

3l O Chiles,Jackie ety (o SRRt T unior

Arts B Sciences Undergraduate -
. ~

4| [ |9322233|Mischke,Suc-Ellen Brolony (5% Sophomors

Arts 6 Sciences Undergraduste -
Peterman.Jacope L (BA
5| [0 |9232211 |peterman.tacone ooy aa Sophomore
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION

RETURN SAVE ||
~

Done % Local intranet F 0% v

Step Action

19. Changing the Approval Status to Not Reviewed activates the Roster Grade
dropdown lists, thus enabling you to choose a new grade for any student.

\@ To specifically locate students that have not been given a grade in the
Grade Roster, click the Display Unassigned Roster Grade Only
checkbox. This will cause only those students who have not had grades
assigned to them to show up on the Grade Roster. To make the entire
roster list reappear, click the Display Unassigned Roster Grade Only
checkbox again.

| D Display Unassigned Roster Grade Only
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=

Home Add to Favorites Sign out
~
Faculty Center 7l
Grade Roster B View FERPA Statement
BIOL 374 - 100 Neurobiology of Behavior
Lecture (1312)
<7 Meeting Information
Days & Times Room Instructor Meeting Dates
TuTh 2:45PM - 4:00PM |sears 350 |serry Seinfeld  [01/15/2008 - 05/02/2008
#Grade Roster Type [ bisplay Unassigned Roster Grade Only
Approval Status | wec
¥ _=- add this grade to all students |
Y
I @
Student Grade | Transcript Note
Roster |Official
Notify |ID Name Grade |Grade |Program and Plan Level
Arts B Sciences Undergraduate -
1 [ |s272727|Benas,Elsine Biolony (BA) Chemiotey (Min) Sophomore
Arts B Sciences Undergradusts -
v
2| [0 |9332222|Castanzs,George ey caas Sophomore
Arts B S == Undergradusts -
i v
3| [0 |9232244|Chiles Jackie Nk Junior
Arts es Undergraduate -
4| [0 |9232233|Mischke,sue-Ellen Brolony Sophomors
Arts B Scisnces Undergraduate -
~
5| [0 |9232211 |peterman.tacone ooy am Sophomore
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE
Cone % Local intranet: H 0% -

Step Action

20.
Grade column.

To reassign a grade to a student, click on the student's dropdown list in the Roster

21.
basis will appear.

Select the appropriate grade. Only those grades applicable to the student's grading

22,
list.

I Not Reviewed

|

When you are finished reviewing grades, click on the Approval Status dropdown

23.
Click the Approved list item.

[2pproved |

Page 10
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WA CASEWESTERN RESERVE
" L Lk R e Home Add to Favorites Sign out
=

~
Faculty Center 7l
Grade Roster B View FERPA Statement
BIOL 374 - 100 Neurobiology of Behavior
Lecture (1312)
<7 Meeting Information
Days & Times Room Instructor Meeting Dates
TuTh 2:45PM - 4:00PM |EEars 350 ‘JErry Seinfeld 01/15/2008 - 05/02/2008
*Grade Roster Type [ Display Unassigned Roster Grade Only
v _<- add this grade to all students |
Y
I @
Student Grade | TranscrptHote ] [
Roster |Official
Notify |ID Name Grade |Grade |Program and Plan Level
Arts B Sciences Undergraduate -
1| [ |s272727 |Benes Elsine A Biolony (BA) Chemiotey (Min) Sophomore
2| [0 |9332222|castanza.Georas |8 ’;:;f‘('::)‘“ Undergraduate - |0 ohamore
Arts B Sciences Undergraduate -
9332244 il AD Bl
3l O Chiles,Jackie Biclogy (88) unior
Arts B Sciences Undergraduate -
4| [0 |2232233 | Mischice,Sue-Ellen|A Srolony (84) Sophomors
5| [ |e332211 |peterman.iacops |B ’;r‘j;f‘('::)‘“ Undergraduate = oot omare
NOTIFY SELECTED STUDENTS | NOTIFY ALL STUDENTS PRINTER FRIENDLY VERSION
RETURN SAVE
5
% Local intranet: H 0% -

Step Action

24. Click the Save button to submit the grades.

SAVE

25. This completes the process of submitting grades in the Grade Roster. The
students' grades for the class are now submitted.
End of Procedure.

Last changed on: 5/22/2008 4:38 PM Page 11




	Instructors: Grade Roster
	Concept
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action


